
Mediation Specialist

Details

Job Code : 846Title : Mediation Specialist

Salary : $2,185.00 (Monthly) Grade : 8

Tenured : YES

Job ID : 516

Job Departments

Ÿ Court Services - Mediation

Purpose

Responsible for overseeing and managing mediation requests from sitting judges, and mediation blitzs.

Required Qualifications

Education : 4 Year College Degree

Experience : 3 Years of Work Experience

Education Substitute : Experience for Degree @ 1:1

Job Skills/Abilities

Excellent communication skills and customer service skillsŸ

Computer and data entry proficiencyŸ

Attention to detailŸ

Job Preferred Knowledge

Ÿ Communication skills both written and oral

Ÿ Customer service skills

Ÿ Computer proficiency

Ÿ Data entry experience

Job Duties

Coordinate requests from sitting judges for assistance of Senior Status Judge-Mediators, and volunteersŸ

Track projects and generate reports regarding status of existing projectsŸ

Generate and process customer service feedback documentsŸ

Assist with general administrative tasks of the mediation divisionŸ

Other duties as assignedŸ
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